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Bettencourt Buyer Portal 
 
Welcome to the Bettencourt Buyer Portal! 
 
We are committed to provide our customers with easy access to placing orders 
anytime and anywhere.  Our new buyer portal website allows you 24/7 order 
processing wherever you have Internet access.  The buyer portal supplements your 
sales rep services.  Your sales rep is always available to meet with you and show you 
new products from the Bettencourt Group. 
 
This User Guide provides instructions on how to place an order and manage your 
account in the Buyer Portal.  Please contact us at: info@bettencourtgroup.com if you 
have any questions! 
 
Enjoy!   
 
The Bettencourt Team 
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How To Login 
 
Logging into the Buyer Portal is simple, but does require a login and password.  Contact 
info@bettencourtgroup.com  to request your login and password. 

 

Steps Additional information/Screen Captures 

Enter 
http://bettencourtgroup.c
om/login.html	
  
in your browser, e.g., IE, 
FireFox, Chrome, Safari. 
 
Type your Username and 
Password 

 

Click <Login> 
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The Buyer Portal web 
page is displayed. 

 
Click on the <Logout> 
button when you are 
finished ordering from the 
Buyer Portal. The Portal 
will time out after 10 
minutes. 
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How To Place an Order 
 
You can place an order with any of the Bettencourt Suppliers on the Buyer Portal. If you 
have not purchased from a Supplier, then you will need to provide a credit card number 
to make your purchase.  Contact your sales rep to set up terms with the  Supplier.  
 
If you have purchased from the Supplier, then use ‘As Previous’ in the pull down menu 
to select your terms. 
 
There are multiple ways to order in the Buyer Portal. 
 

1. You can enter the SKU, if you know the product SKU number. 
2. You can enter the name of the product. 
3. You can select a product by category.  

 

NOTE: Always click on ‘Set Auto Save’ to save your order! 
 

Steps Additional information/Screen Captures 

To place an order, Click 
on the Supplier, e.g. Lucca 
Paperworks.  
 
A pop-up window is 
displayed. 
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Click on ‘Set Auto Save’ in 
all your orders!  This will 
save your order for you so 
you can take as long as you 
need to complete your 
order. 

 
Order by Product 
Category. 
 
Click on any of the Lucca 
product categories listed 
on the left hand side 
(boxed in red) to display 
products.  

 
For example, clicking on 
<Valentines Day> displays 
all products in that 
category. 
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To view the Supplier’s 
catalog, Click on the 
catalog link. 

 
To order a product, enter 
a quantity in the box.   
NOTE: The quantity must 
be the minimum required 
by the Supplier or 
multiples of the minimum 
amount, e.g, quantity 6 
minimum. 

 

Order by SKU. 
 
Enter the SKU # into the 
text box and Click 
<Catalog Page> to view 
the product with picture. 
 
Click <Order Form> to 
view product w/o picture. 

 
Order by Name of 
Product. 
 
Enter the product name 
into the Text box and 
Click <Catalog Page> to 
view the product with 
picture. 
 
Click <Order Form> to 
view product w/o picture.  
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After you have selected all 
products to order, Click 
the <ORDER> button at 
the bottom of the screen. 

 
Order Preview. 
 
A preview of your order is 
displayed.  At this point, 
you can change order 
quantity, products, select 
payment terms and add 
your credit card 
information.  
 
NOTE:  Your transaction 
is secure.   

1. Click on the ‘Set Auto Save’ button. The secure 
connection will time out. Auto save will ensure 
that your order information is in your account 
when you log on again. 

2. Review your email address. Your order 
information is sent to the email address listed. 

Order Preview. 
 
If you have not established 
payment terms with this 
supplier, you will need to 
enter credit card payment 
information.  
 
If you have terms already 
established, select ‘As 
Previous’ from the ‘Terms 
for this supplier are:’ 
menu. 
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Update Your Order. 
 
Click on <Update Cart> 
to apply your changes to 
the order. 
 
Your order is displayed 
containing all the changes.  

 
View Order. 
 
Click on <View Order> 
to display your order 
summary.  You can still 
make changes to your 
order or save your order 
in your account.   
 
It has not been Submitted 
to the Supplier. 

 
Submit Order. 
 
Click on the <Submit 
Order> button to send 
your order directly to the 
Supplier.    
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Email Confirmation. 
You will receive an email 
with your order 
confirmation. 

 
Save Order. 
 
You can save your order 
and return to the portal 
later to finish.  Click on 
the  ‘Save Order’ button.  
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How To Change Your Login or Password 
 
After you receive your initial password from Bettencourt, please change your password 
for security purposes. 
 

Steps Additional information/Screen Captures 

To change your login or 
password, Click on the 
<Change Login> button on 
the top of the main display.  
 
 

 
The screen displays your 
current login ID and 
Password.  
 
Make your changes in the 
text boxes.  
 

 
After you make your 
changes, Click on the 
<Submit> button. 
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How To Change Your Account Information 
 
You can update your address, phone number and other account information, as needed. 
 

Steps Additional information/Screen Captures 

Click on the <Update My 
Profile> button on the top 
of the main display.  
 
 

 
Enter the changes to your 
account information.  
 
 
NOTE: You can change 
the contact name, address, 
shipping address, if 
different, phone number 
and add your website.  

 
After you make your 
changes, Click on the 
<Update> button.  
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How To Apply Supplier Promotions to Your Order 
 
If the Supplier has a current promotion, you will see this in the Buyer Portal.  Below is a 
summary of how promotions work. 
 

1. Promotions are active for a specific time period as noted in the promotion 
document. 

2. The promotion is applied to your order if you submit your order during the 
promotion time period, if applicable.    

3. You must specify in the  ‘Special Instructions’ the following:  ‘Bettencourt 
Promotion’. 

4. The Buyer Portal will not apply the promotion to your order total.  
5. The Supplier will apply the promotion discount to your order and adjust your 

invoice accordingly. 
 

The following steps show you how to apply the promotion to your order.   
 

Steps Additional information/Screen Captures 

1. In the Buyer Portal, 
current Supplier 
promotions are displayed. 
 
 

 

2. Click on the link to view 
the promotion. 
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3. Place your order. In the 
shopping cart, add 
‘Bettencourt Promotion’ 
to the Special Instructions 
window. 

 
4. When you ‘Submit’ your 
order to the Supplier they 
will adjust your order 
total, if applicable, to the 
promotion. 

 

5. NOTE: In the shopping 
cart, you can also view the 
promotion by clicking on 
the link in the upper left 
corner of the page. 

 

	
  


